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TITLE 430 - STATE RECORDS ADMINISTRATOR 

i Chapter 6 - PREPARATION AND APPROVAL O F  RECORDS RETENTION AND DISPOSITION 
SCHEDULES 

001 Records  Inventory:  
I . .  . .  

custody o r   u n d e r   t h e   c o n t r o l  o f  the  agency. 
001.01 Each s t a t e  agency  head s h a l l .   i n v e n t q r y   t h e   r e c o r d s   i n   t h e  

AamTnist ra tor .  
001-.02 Such inventory   sha l l   be   on   fo rms  p rov ided,by   the  

001.03 S u c h - i n v e n t o r y   s h a l l ' i n c l u d e   t h e   t i t l e  and a d e s c r i p t i o n   o f  
e a c h e c o r d   s e r i e s ,   t h e   i n c l u s i v e   d a t e s ,   t h e - p h y s i c a l  volume of  t h e  
mater ia l ,   the   es t imated   annua l   accumula t ion ,   the   a r rangement ,   the   re la t ionsh ip  

and  whether  any o ther   cop ies  o f  t h e   r e c o r d   e x i s t .  
t o   o t h e r   r e c o r d  ser ies ,   the  aud i t   s ta tus ,   whe the r~ the   reco rds   a re   i ndexed ,  

001.04 The A d m i n i s t r a t o r   s h a l l   p r o v i d e   i n s t r u c t i o n  i n  proper   records 
inventory   techn iques .  i . .  

002  Reconnnendations 
I . .  . .  . . -  , .  

AamT i i r s t ra to r   as   t o   t he . l eng th  o f  t i m e   e a c h   r e c o r d   s e r i e s   l i s t e d   i n  
002.01 Each  agency  head s h a l l  make recommendations t o   t h e  

t h e   i n v e n t o r y   s h o u l d . b e . r e t a i n e d   b y   t h e   a g e n c y   f o r   a d m i n i s t r a t i v e ,  
l e g a l   o r   f i s c a l  purposes;after it has  been made o r   r e c e i v e d  by  the 
agency. 

002.02 The S t a t e   A r c h i v i s t  may  make recommendations t o   t h e  
m s t r a t o r  as to  w h i c h   r e c o r d   s e r i e s   l i s t e d  i n  t h e   i n v e n t o r y   s h o u l d  
b e   r e t a i n e d  due t o   a r c h i v a l   o r   h i s t o r i c a l   s i g n i f i c a n c e .  

- 

003  Development o f  Schedules 

m p  reco rds   re ten t i on  and d i s p o s i t i o n  schedules f o r  each  agency, 
003.01 The Admin i s t ra to r  and each  agency head s h a l l   c o o p e r a t e   t o  

us ing  the  agency  records i nven to ry  and a l l  recommendations  as  bases. 

schedules,  p roper   recogn i t i on  s h a l l  be g i v e n   t o   a d m i n i s t r a t i v e ,   l e g a l ,  
003.02 . I n  the  development o f  r e c o r d s   r e t e n t i o n   a n d   d i s p o s i t i o n  

f i s c a l  and h i s t o r i c a l   v a l u e  o f  t h e   r e c o r d s   l i s t e d   t h e r e i n .  

s u c h o r m a t  and s t y l e  as t h e   A d m i n i s t r a t o r   s h a l l   d e t e r m i n e   t o  be  most 
003.03   Each  records   re ten t ion   and  d ispos i t ion   schedu le   sha l l   be  i n  

s u i t a b l e   f o r   t h a t   p a r t i c u l a r   s c h e d u l e .  
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004 Approval of Schedules 

=ped shall  be  submitted  to  the  Administrator  for  approval. 
004.01 Each  records  retention  and  disposition  schedule  which  has  been 

Archivist  for  review  and  selection of archival  and  historical 
004.02 The  Administrator  shall  submit  such  schedules  to  the  State 

material.  .When  the  State  Archivist  has  determined  that all archival 
and  historical  material  has  been-properly  identified  and  that  no 
disposition,  except  by  transfer  to  the  State Archives;tias been 
recommended  for  such  material,  the  State  Archivist  shall  approve  such 
records  retention  and  disposition.  schedule  and  return, it. to  the 
Administrator. . .  

004.03 The.  Administrator.  shall  review  each  records  retention  and 
aisposition'  schedule  submitted,  and if the  recommended  retention 
periods  and  the  recommended  dispositions  satisfy  audit  requirements 
.and  give  proper  recognition.  to  administrative,  legal,  and  fiscal  value 
of  the  records  listed  therein,  and i f  the  records  retention  and 
disposition  schedule  has.been  approved  by  the  State  Archivist,  such 
records  retention  and  disposition  schedule  shall  be  approved  by  the 
Administrator. 

004.04 In the  process. of reviewing a records  .retention  and 
'aisposition  schedule,  the  Administrator  may  submit  such  schedule  to 
the  Board  for  advice  as  to  the  acceptability of the  schedule. 

.. 
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